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Standard Operating Procedure 
Activating A Personal Telephone Number [PTN] 


Subject: Activating PTNs for Medical Shelter Sites 


1. Introduction 


The purpose of this Standard Operating Procedure (SOP) is to provide guidance to 
Medical Shelter Site Management on how to Activate a Personal Telephone Number 
(PTN) or flipphone at Medical Shelter sites. The Medical Shelter sites have existing 
vendor contracts coordinated via Brilliant Corners. 


2. Contacts 


The Sherman Hotel & The Vagabond Motel Alliance Communiations 
Angel Haro Richard Corcios 

Brilliant Corners (818) 288-1987 

(323) 683-0013 


aharo@brilliantcorners.org 


3. Procedures 
e Overview 

o Each site contains a number of devices supplied from an earlier Purchase 
Order and these devices are provided as needed. 

o Phones are activated for 30 days. 

o Activation requests are submitted weekly/ as needed by Site Director to 
Brilliant Corners 

o Each facility will have at least 3 phones designated for Case Management 
(2) and Clinical(1) as backup devices to communicate with patients, if 
needed. Activation for these devices will run for 3 months. 


e Device Activation 

o To activate a device, add any desired PTNs to the procurement tracker for 
activation. Once activated, you should receive an email from Angel Haro, 
confirming. 

o Toconfirm device is activated, power the device on, go to Settings and 
navigate to “Phone Number.” If the number is showing, the device is 
activated. 

o Make sure the text log, photo gallery and call log are all wiped clean 
before handing out a device to a client. 

The Sherman Procurement Tracker 


ITEM NAME ary SIZE/DOSAGE Category URGENCY 


REORDER DATE ATE LINK 
(Y/N) REQUESTED REQUIRED (Ifa preferred item is desired) 


REQUESTED BY Justification 


e SIM not working 

o Onoccasion, a SIM card will no longer work and will need to be replaced. 

o Make a note of this on the tracker for Angel and he will coordinate with 
Alliance Communications to have new SIM cards brought to the site. 

o Install new SIM Card by removing the back of the phone, Extract the 
battery and release the lock on SIM 

o If new SIM card is dropped off, installed, but not showing up in phone’s 
Settings, dial *22898 

o If the SIM is proving to be more complicated, it can be arranged with 
Richard from Alliance Communications to come by and troubleshoot on 
site. 


4. References 
- Site Procurement Tracker 
- Sherman Phone Log 


